AGA Meeting Cancellation Policy 

Background

One of the important goals of the Phoenix Chapter is to provide members with low-cost CPE.  In that regard, we have attempted to set up our regular meeting pricing for members to cover the related costs.  We plan on continuing our fee structure for members so they can pay for several meetings at a reduced cost.  We experienced  situations in 2008-09 where individuals registered for meetings in advance but did not cancel when they were not able to attend.  However, the organization incurred the catering costs for those individuals even though they did not attend.  Therefore, in order to ensure that we are able to continue to provide our members with low-cost CPE, we want to clarify our cancellation policy for both members and non-members.

Meeting Cancellation Policy

For members who register for 3 (or more) meetings at a reduced fee:   

· If a member is not able to attend one of the meetings that he/she registered for, please cancel the registration by 5 PM Monday prior to Wednesday meetings and 5 PM Tuesday for Thursday meetings.   At that time, please indicate an alternative meeting you would like to substitute for the meeting you are cancelling.  This time frame is necessary so we can provide the caterer with the accurate number of people attending the meeting.
· If you find that you are not able to attend after the time deadline indicated above, we encourage you to send a substitute in your place.  If possible, please notify us in advance of the name of the person who will be your substitute. 
· Registration for 3 (or more) meetings at a reduced fee applies only to the current program year.  Unused “credits” for any cancellations cannot be carried forward to a future program year.  Again, we encourage members to invite another individual to attend with themselves to use any available credits prior to the close of the program year. 

For members who register for meetings on an ad-hoc basis:

· If a member is not able to attend the meeting that he/she registered for, please cancel the registration by 5 PM Monday prior to Wednesday meetings and 5 PM Tuesday for Thursday meetings.  Cancellations received prior to this deadline will not incur any related meeting costs. 

· If a member cancels after the deadline, the member will be required to pay $10 to cover a portion of the related catering costs.

· If a member does not cancel, the member will be required to pay the full $20 meeting cost.

For non-members who register for meetings on an ad-hoc basis:

· If a non-member is not able to attend the meeting that he/she registered for, please cancel the registration by 5 PM Monday prior to Wednesday meetings and 5 PM Tuesday for Thursday meetings.  Cancellations received prior to this deadline will not incur any related meeting costs. 

· If a non-member cancels after the deadline, the non-member will be required to pay $15 to cover the related catering costs.

· If a non-member does not cancel, the non-member will be required to pay the full $25 meeting cost.

